2.
STARTING EMPLOYMENT

INDUCTION

It is advisable to carry out some form of induction for new employees. The purpose of this is to: 

· Provide a smooth entry into the company and to promote a positive attitude about it;

· Confirm that the employee has all relevant information, including a statement of employment particulars; 

· Collect any information still required, such as the P45 or bank details;

· Draw the employees’ attention to the performance standards required and any other important points about working for the company including health and safety and disciplinary rules;

· Ensure that the employee knows how to operate any essential company procedures and equipment;

· Ensure that the employee knows where all the basic amenities are located;

Example of Induction Checklist – see Document 39 in the Forms Package
PROBATION
As an employer, you may wish to take on a new employee subject to satisfactory completion of a probationary period.  This is usually for a period of 3 or 6 months but it can be longer or shorter.   You should make this clear in either the offer letter/statement of particulars of employment/contract of employment.  You should also expressly state that you reserve the right to extend the period where there are doubts as to the employee’s suitability. 

During this period you are obliged, by an implied term of the contract, to take reasonable steps to appraise the employee and monitor their progress and, where appropriate, give guidance, advice or warning.  

The main advantage to having a probationary period is that you can provide for a shorter period of notice during probation (provided it is not less than the statutory minimum of one week where an employee has been employed for one month of more). 

The status of the employee is still that of employee and as such, is entitled to a Statement of Particulars of Employment, notice period and holiday pay. In addition they have the right to make claims in accordance with employment law, for example discrimination.  

If, following the probationary period, you have doubts of the employee’s suitability, you can extend the probationary period (provided you have expressly reserved the right).  If you have not reserved the right you will need the consent of the employee to do so.   If you wish to dismiss the employee, you can do so and we would advise you to follow a fair procedure (see page * for handling dismissals).

If, you have no concerns about the employee’s suitability, the employee will have completed the probationary period satisfactorily. 

